a. Internal Procedure When submitting a draft contract for review, provide the following information to the Contract Analyst:
i) The process used to identify the consultant;
ii) Whether the consultant is a former UVM employee (in which case an Employee vs. Independent Contractor form must be completed);
iii) An explanation of the business need for services and why the need cannot be met by University personnel within the scope of their usual assignments;
iv) Any prior retention of the consultant and, if there have been repeated or extended use of the consultant, why the retention is considered necessary and in the University's best interests; v) Whether there is potentially sensitive or confidential data to which the consultant will or may need access, and whether the Responsible Official and/or the consultant wish to seek confidentiality for any component or the entirety of any data or work product; and vi) Any actual or potential conflict of interest associated with the proposed retention.
b. Minimum Contract Requirements. Provide the following information to the Contract Analyst for inclusion in the contract itself:
i) The consultant's principal place of business and contact information;
ii) Contract term (start and end dates);
iii) Description of the project, including scope of work and schedule of deliverables with timetable; Any proposed extension, amendment or renewal of a Consulting Services Agreement must be resubmitted to Purchasing Services.
Definitions
Authorizing Official: The supervisor of the Responsible Official. If the University Procurement Policy or the Contract Approval Policy requires additional authorizations, those must also be obtained.
Consultant: An independent contractor providing professional services in an individual capacity or by means of an established business concern.
Professional Services: Services rendered pursuant to an occupation or business that involves specialized education, knowledge, judgment, and skill.
Responsible Official: The unit head (typically, a Vice President or Dean) who is seeking to retain the consultant and who will be principally responsible for devising the scope of work, overseeing the fulfillment of the consulting contract, ensuring that the necessary documentation is completed and submitted (e.g., W-9 Forms; proof of insurance) and confirming that invoices are properly itemized and timely submitted. 
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